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1Section 1: Guidance and Standards
Part 1: The Education Welfare Service
This	part	is	intended	to:	
• define the role and responsibilities of the Education Welfare Service (EWS)
• define the role of parents
• define the role of schools; and
• outline the referral process.



















































































 Training and Professional Development
x.	 To	achieve	a	qualified	service	through	support	of	training	and	professional	
development	opportunities1.	









































































































































































































































































School sends out 




No reply/unacceptable reason 
for absence
School invites parents/carers to school
Parents do not attend and/or 
attendance fails to improve
Referral to EWO
EWO employs strategies to improve 
attendance
No improvement




Served by EWO and EWS Manager
No improvement
Consult Legal Department
Legal action agreed - standard letter 
to parents from Director /  
EWS Manager
Medical reasons given








No medical problem 
found - Letter 
sent from School 
explaining medical 
certificate needed in 








Check if an Education 
Supervision Order or 






Part 2:  Guidance On The Legal Powers To Secure Regular 
School Attendance In Wales
56.	 This	part	is	intended	to:	
• clarify the roles and responsibilities of all stakeholders involved in 
supporting attendance
• summarise the range of interventions available to LAs to support and enforce 
regular attendance
• provide information on the powers available under law for ensuring regular 
attendance; and







































	 Key	Stage	1:	 	 	 	 	 21	hours
	 Key	Stage	2:	 	 	 	 	 23.5	hours
	 Key	Stage	3	/	4	(Including	Year	10	only):	 24	hours
	 Key	Stage	4	(Year	11):	 	 	 	 25	hours








































































LA issues a notice under s437(1) to parents stating:
• they are failing in their duty to provide their child with 
an education; and
• they must satisfy the LA that they are providing an 
education at school or otherwise within a speciﬁed 
period of time (not less than 15 days)
(The 15 days runs from the date notice is served)
Notice expires without
 parents taking action
The LA should write to the parent referring them to the 
notice and informing them under section 438 of:
• the intention to serve an SAO
• the parent’s right to educate their child at home
• that they have 15 days in which to take action or the 
LA will serve an SAO
• schools suitable for their child to attend; and
• the parent’s right to nominate a school to be named on 
the SAO
or parental response not
sufﬁcient enough to
satisfy the LA
15 days expire without 
parents taking action
or parental response not
sufﬁcient enough to
satisfy the LA
The LA should issue an SAO.
The Order should specify which school the child should 
attend.  This school must be consulted before it is named in 
the order, and the consultation must take account of the 
SEN code of practice, and admissions code of practice.
The parent has 15 days to comply with the order.
15 days expire without 
parents taking action
Parent complies with the 
requirements of the SAO
LA applies for Education Supervision Order (ESO) under 
section 36(9), Children’s Act 1989 (see pg 29)
or
Parents taken to Magistrates Court under section 443, 
Education Act 1996, for failure to comply with an SAO 
(see pg 28).
Parent proves they are 
educating their child
Parent proves they are 
educating their child
               or
Parents nominate a
school to be named on
the SAO
or parental response not
sufﬁcient enough to
satisfy the LA
No further actionSAO Flowchart
18
Format of School Attendance Order:







































































































































































•	 parent knows the child is failing to attend regularly; and























































































































































































































































































































































































Code C - What you need to know
















































































































































Formally notifying a parent
• Formal written notification at outset of casework stating legal action may be taken by the LA.
• Allow 15 days for parent to improve situation before starting proceedings.
Commencing proceedings
• Application made to the Magistrates Court for a summons to be issued by ‘laying an information’ 
before the court.
• Information must be laid before the court within 6 months of the alleged offence and is a 
brief description of the offence, the name of the offender, dates of offence and where it was 
allegedly committed.
• Information is considered.
• Date of hearing arranged.
• Summons issued by the court - this gives details of the alleged offence, when it is to be heard 
and at which court.
Serving the summons
• Decide on method of service - by hand / first class post / registered post / process server.
• Obtain Certificate of Service. (See below).
• Aim to provide at least 10 days working notice of hearing date.
• Include Witness Statement (section 9, Criminal Justice Act 1967) – this is the evidence the LA intends 
to present to the court.
• Include a Certificate of Attendance signed by the head teacher.
• Include details of any previous convictions the LA intends to draw to the court’s attention.
• Include a notice advising that the parent has 7 days to object to the content of the witness statement 
and to request that the ‘witness’ (the EWO) be present at the hearing.
• Include form for parent to indicate plea, sign and return to the court.
The court hearing
• District Judge / Lay Bench
• Option to request adjournment - case adjourned if judged to be in the interests of justice.
• Parent asked to enter plea.
• Not Guilty Plea - case adjourned until trial date set by court.
• Guilty Plea - LA representative outlines case, followed by parent or their solicitor.
Failure to attend
• Adjournment notice sent setting out new 
hearing date.
• Failure to attend on second date, case may be 
heard in the absence of the parent.
• Section 444(1A) prosecutions - court can issue 
a warrant to compel the parent to attend.	
Guilty pleas in absence 
(section 12, Magistrates’ Courts Act 1980) 
• LA must have presented parent with evidence 
prior to court hearing (witness statement) and 
• Defendant indicated they wish to plead guilty 
and for the case to be dealt with in their 
absence. 
• Only information served on the defendant can 
be referred to in court. 
• Court can sentence based on the basis of what 
is placed before them.
Not appropriate for section 444(1A)
38























































































r. Exclusions: The legal aspects
 Education and Inspections Act 2006 
219	 The	Education	and	Inspections	Act	2006	contains	several	clauses	relating	to	discipline,	
behaviour	and	exclusion.	This	section	sets	out	which	clauses	apply	to	Wales.






Part 3: Attendance Data Analysis
220.	This	part	is	intended	to:	
• provide an overview of the new school attendance codes
• outline the statistical information available to the EWS
• summarise the types of analysis
• provide examples of types of analysis to improve targeted work; and
• provide a framework for LAs to self evaluate their work on attendance.


































Code Meaning Statistical category
/ \ Present at registration present
L Late but arrived before the register closed present
B Educated off-site (not dual registration) approved educational activity
D Dual registered (present at another school of PRU) approved educational activity
P Approved sporting activity approved educational activity
V Educational visit or trip approved educational activity
J Interview approved educational activity
W Work experience (not work based learning) approved educational activity
C Other authorised circumstances (not covered by another 
appropriate code/description)
Authorised absence
F Agreed extended family holiday Authorised absence
H Agreed family holiday Authorised absence
I Illness Authorised absence
M Medical or dental appointment Authorised absence
S Study leave Authorised absence
E Excluded but no alternative provision made Authorised absence
R Day set aside exclusively for religious observance Authorised absence
T Traveller absence Authorised absence
N No reason for the absence provided yet Unauthorised absence
O Other unauthorised absence (not covered by other 
codes or descriptions)
Unauthorised absence
G Family holiday (not agreed or sessions in excess of 
agreement)
Unauthorised absence
U Late and arrived after the register closed Unauthorised absence
X Un-timetabled sessions for non-compulsory  
school-age pupils
Not required to attend
Y Partial and forced closure Not required to attend
Z Pupil not on roll yet Not required to attend
















































Type of analysis Some possible uses of 
analysis for LAs
Some possible uses of 
analysis for schools
Analysis of overall attendance 
rates of schools within LA.
Enables LA to determine which 
schools are in difficulty and 
which schools are doing well.
Allows schools to get a sense of 
their relative position locally and 
how important the issue is for 
them.
Analysis of unauthorised 
absence rates in schools 
within LA.
As above but also when 
analysed at absence code level 
provides an insight into specific 
trends or issues e.g. increase 
in extended family holiday in 
excess of agreement.
Allows schools to consider 
and focus on specific areas of 
concern e.g. late arrivals after 
registration closes.
Analysis of persistent 
absentee rates.
Enables LA to determine school 
or area which may have a 
problem with this.
Allows schools to consider and 
focus on specific individuals and 
put in place measures to tackle 
the problem.
Analysis of attendance rates in 
different year groups.
Provides the LA with an insight 
into trends or issues between 
different cohorts.
As with LAs but also provides 
information on issues like the 
possible effectiveness of staff or 
school systems with respect to 
attendance.
Analysis of improvement in 
attendance rates in LA.
Provides a measure of how 
hard a school is working on 
attendance issues. May also give 
an insight into where there is 
effective practice.
Allows schools to see whether 
or not measures they are taking 
are having an impact and where 
other local schools may have 
good practice.
45
Type of analysis Some possible uses of 
analysis for LAs
Some possible uses of 
analysis for schools
Comparison of data with 
national averages.
Provides an overview of the 
LA compared to other LAs 
nationally and puts local 
achievements in context.
Provides a view on how the 
school is achieving compared to 
national standards.
Comparison of data with 
statistical neighbours
As above but in the context 
of a variety of socio economic 
factors.
As above but in the context of a 
variety of socio economic factors
Comparison of data between 
local schools with similar 
characteristics
This provides the LA with an 
opportunity to make valid 
comparisons (based on issues 
such as size and FSM etc.) 
between local schools.
Allows local schools the 
opportunity to partner with each 
other in a meaningful context to 
spread good practice.
Comparison of pupil cohorts at 
phases of transition  
(e.g. key stage 2 to 3).
Allows LAs to assess the impact 
on attendance of transferring 
school.
Gives schools a measure on how 
effective they are at smoothing 
transition for pupils.
Correlation between SEN and 
attendance
Could be used to provide an 
insight into the effectiveness of 
a social inclusion policy.
Highlights potential access and 
inclusion issues.
Correlation between ethnicity, 
gender, looked after status and 
attendance
Highlights potential access and 
inclusion issues.
Highlights potential access and 
inclusion issues.
Correlation between behaviour 
and attendance
Highlights potential inclusion 
issues.
Highlights potential inclusion 
issues.
Correlation between attendance 
and achievement
Fundamental to maximising 
achievement.
































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































Part 4: Procedures And Practical Application
242.	This	section	is	intended	to:	
• Set out procedures for the EWS.
• Provide signposts to other relevant documents; and
• Highlight areas / issues facing the EWS.






































































Age Hours that can be worked During The Following Hours -
13 & 14
School Days Not more than a total of 2 hours in one day during the 
following periods:
a)  In the morning between 7am and the start of the 
school (1hour max)
b) In the evening between close of school and 7pm
Saturdays* 5 hours a day between 7am and 7pm
Sundays 2 hours a day between 7am and 11am
To a maximum of 12 hours in any week in which students are required to 
attend school
School Holidays * 5 hours a day on any weekday (except Sundays) 
between 7am and 7pm, but total hours worked each 
week must not exceed 25 hours.
A child/young person must have 2 consecutive weeks 
break in a year and they must be taken during the 
school holidays
Age 15
School Days Not more than a total of 2 hours in one day during the 
following periods:
a)  In the morning between 7am and the start of school 
(1 hour max)
b) In the evening between close of school and 7pm
Saturdays* 8 hours a day between 7am and 7pm
Sundays 2 hours a day between 7am and 11am
To a maximum of 12 hours in any week in which students are required to 
attend school
School Holidays * 8 hours a day on any weekday (except Sundays) 
between 7am and 7pm, but total hours worked each 
week must not exceed 35 hours.
A child/young person must have 2 consecutive weeks 
break in a year and they must be taken during the 
school holidays
Age 16
The hours of employment specified for 15 year olds will apply whilst they are of 
compulsory school age. If the child/young person wishes, they are legally able to 
leave school on the last Friday in June in the school year in which they reach the 
age of 16.  They are not able to take full-time employment until after that date.
*	No	child	of	any	age	may	work	more	than	4	hours	in	any	day	without	a	rest	break	of	1	hour
56
Work That Is Allowed





















You may only be employed in ‘light work’ on one or more of the following:
- Agricultural or horticultural work
- delivery of newspapers, journals and other printed material
- Shop work, including shelf stacking
- Hairdressing salons
- Office work
- In a cafe or restaurant (but not in a kitchen)
- In riding stables
-  Domestic work in hotels and other establishments offering accommodation
Age 14 & 15
•  A child/young person may be employed only in light work.
•  A child/young person may engage in street trading if they are employed by their 
parents in connection with their business and if they are supervised by them, 
or if they have been granted a street traders licence by the local authority.
When You Are 16































Topic Age 0 to 4 Age 5 to 8 Age 9 & Over
Maximum Time at 
Place of Performance




9.30 am & 4.30 pm
Between
9 am & 4.30 pm
Between
7 am & 7 pm
Maximum Performing 
Time
2 Hours 3 Hours 4 Hours
Maximum continuous 
time to take part 
without a rest
30 Minutes 45 Minutes 1 Hour
Minimum rest/meal 
Times
All times when not 
taking part
Present 3 ½ hours = 
2 breaks, 1 hr meal & 
15 mins rest.
Present 8 hours =  
3 breaks
1 x 1 hr meal & 
15 mins rest.
Present 4 hours = 
2 breaks, 1 hr meal & 
15 mins rest.
Present 8 hours = 
3 breaks
2 x 1 hr meal & 
15 mins rest.
Education NIL 3 hours per school day 3 hours per school day
EXCEPTIONS to the above for BBC, ITV, a programme contractor (TV Act 1964 S.1(5) or body supplying 
programmes to such a contractor for CHILDREN AGED 13 AND OVER ONLY 
Maximum time 
PRESENT  
per 7 day week
12 hrs any 1 day OR 10 hrs per day any 2 days OR 9 ½ hrs per day any 
3 days provided not present on any other day that week & not present 
after 7 pm on more than 20 days in previous 12 months
Times between 7 am & 7 pm OR between 10 am & 10 pm
Alternative To Above Exceptions 
Maximum time 
PRESENT  
per 7 day week
12 hrs 1 day provided not present more than 4 hrs on any other day that 
week and:
does not take part for more than 2 hrs any other day that week and:
does not take part on day following a day on which he was present after 
7 pm and:
has not been present after 7 pm on any of the 6 previous days.





Performances (same nature) 2 per day 1 Performance & 1 rehearsal
OR 2 Performances
Performances per Week Max. 6 days per 7 day week Max. 8 consecutive weeks 
requires 2 week interval 
before performing again in 
same production
Time Gap between 
performance days
14 hours must elapse between the end of the previous days 
performance and the beginning of the following days performance
Performance Time Max. 3 hrs 30 mins Including breaks
Appearance in Performance Max. 2 hrs 30 mins aggregated
Intervals 1 1/2 hours minimum Between 2 performances
OR 1 performance & 1 rehearsal
Exception to Intervals  
(in any week)
On not more than 2 days minimum of 45 minutes interval between 
performances and/or rehearsals. Maximum 6 hours at place of 
performance
School Day Attending school in the morning 1 performance
OR 1 rehearsal ONLY
Performance Hours Age 12 & Under Age 13 and over
Earliest Arrival 10.00 a.m. 10.00 a.m.
Latest Departure 10.00 p.m. 10.30 p.m.
Exception (1) 10.30 p.m. 11.00 p.m.
Exception (2) Not later than 11 p.m. on not more than 3 evenings per week, 
provided that he is not so present on more than 8 evenings in a 
period of 4 consecutive weeks.
Medical (1) YES (period longer than 1 week) Performing over  
6 consecutive days




Applicant shall ensure that suitable arrangements (having regard to 
the child’s age) are made for the child to get to his home or other 
destination after the last performance or rehearsal or the conclusion 
of any activity on any day.
60






































































































































































































































Points To Take Into Account



























































































































































































Example Process Map 
Crime and Disorder Act 1998 section 16 (Police Powers to Remove Truants)
Schools	are	told	of	the	pupils	stopped	and	the	outcome.	In	some	cases	the	EWO	visits	the	
home	of	those	returned	to	school	and	monitors	the	attendance	of	those	pupils
EWS / Police meet to 
decide the area and timing 
of the order
Schools notified of the Order 
and request that they make 
provision for any pupils return 
to school
On the day of the Order EWS /
Police meet in the Designated 
Place for the briefing
EWS / Police deployed into the 
area of the Order (Foot patrols 
and mobile)
Those stopped with their 
parents and without just 
reason warned that they must 
return to school
Parents are given an 
information leaflet
Those pupils stopped who 
are truanting are returned 
to school
Parents are notified in writing
Neighbouring authorities 
notified of the order and 
arrangements made
Those pupils who have 
no school or refuse to say are 
taken to the Designated Place
After investigation pupil is 
either returned to school/
home or parents are notified 
in writing
72





















































































































































































































































































































































o.  Unlawful exclusions (sometimes referred to as unofficial 
or illegal exclusions)








































•	 Formal lines of communication established	with	other	agencies	and	the	voluntary	
sector	to	ensure	sharing	of	information	about	children	out	of	school.	


































p. Confidentiality / Complaints
355.	The	EWS	is	committed	to	respecting	the	confidentiality	of	service	users.	Service	users	
have	the	right	to	decide	what	information	they	wish	to	share	with	the	team	and	no	
personal	details	of	service	users	should	be	divulged	to	outside	agencies	without	their	
prior	permission,	except	in	some	circumstances.	The	confidentiality	of	service	users	will	
only	be	breached	if	any	information	received	by	the	team	gives	rise	for	concern	for	
the	safety	or	well-being	of	a	person.	The	limitations	should	be	made	clear	by	all	team	
members	at	first	point	of	contact	with	regards	to	harm	to	self	or	others.	
356.	All	staff	should	be	aware	of,	and	agree	and	adhere	to	the	confidentiality	policy	of	their	
local	authority	and	be	trained	to	maintain	confidentiality	and	provide	an	impartial	service	
in	accordance	with	the	Data	Protection	Act	1998.	
An	exemplar	flowchart	for	procedures	can	be	found	in	Section	2.	
